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Task Steps
IF you don’t have one then e Go to http://www.gmail.com/ Click on ‘Create an Account’
create a free Gmail (aka e Fillin the details required.
Google) accountand email | @  Note that your ‘username’ has to be 6-30 characters long and the
address password a minimum of 8 characters.

e REMEMBER THEM. The password is case sensitive. No spaces.
Go to your Gmail page. e Logonto Gmail

e Find all the items in the above screen dump
Open an email e Open an email by single clicking on it. (there should be a

welcoming one from Google at least.)
e Note how unopened emails are bold text, read ones plain text.
e To close the email simply click on Inbox

Delete an email e Tick the tick box at the left end of the email to be deleted
e C(Click the ‘Delete’ button
Recover a deleted email e Click the ‘Trash’ link to show all emails in the trashcan

o Tick the tick box at the left end of the email to be recovered

e Click the down arrow on the ‘Move To’ button and select ‘Inbox’
Browse the Gmail Help e Click the ‘Help’ link (top right corner). Read.

Add a contact e Select ‘Contacts’ (the dropdown arrow next to ‘Mail’)

e Fill in the name and email fields (and any others if you want)

e C(lick the ‘Save’ button
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Task Steps

Open a Gmail email

e Open an email (when you first join there should at least be a
welcoming one from Google)
e Find all the items above

Expand / Collapse emails

e Open an email that has had replies or been forwarded
e Click the Expand All / Collapse All link

Print an email

e Open an email

e To print a single email, click the dropdown arrow at the top righ
corner of the email. Then select Print.

e To print ALL the emails in a series of emails, click the ‘Print All’
icon.

e The ‘Print Preview of the email will open in an adjacent tab. It
often takes a short delay before doing this

e Adjust the settings in the Print Requestor dialog box that
appears.

e If you really do want to print the email then click Print
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Task Steps

Create and send an e Click on ‘Compose mail’ button

email e Inthe To field type in the email address of a friend (If no friends are

handy then send the email to yourself). If sending to more than one
person then separate each email address with a comma.

e Inthe Subject field type ‘A test message’

e Inthe ‘Body’ area type some text.

e Click the ‘Send’ button

Forward an email e Click the ‘Inbox’ button

e Click on an email to open it

e Click the down arrow next to ‘Reply’ and select ‘Forward’

e Inthe To field type in the email address of a friend (If no friends are
handy then send the email to yourself)

e Inthe ‘Body’ area, add any text you want

e Click the ‘Send’ button

Attach a picture to an e Create / Reply / Forward an email as above but don’t send it

email and send it. e Click the ‘Attach a File’ link.

e Locate the picture you want to send and click ‘Open’ on that popup
screen. (The area near the ‘Attach a File’ link will show the progress
of attaching.)

e Add any text to the body of the email

e Click the ‘Send’ button.




